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Job description

	Job title
	Attendance Officer 6th Form

	School
	Ilford County High School

	Reports to
	AHT/DHT

	Salary
	LBR 5 12- 15 £27,817-£29,058

	Hours
	· 36 Hours

· 39 weeks per year 
· 8-15-4pm 

	Responsible for
	NA

	Purpose of job

	•To improve student attendance and punctuality across the Sixth Form through proactive engagement with students, families, and key stakeholders.
•To fulfil the responsibilities of an Education Welfare Officer, supporting students’ welfare and inclusion.
•To manage and administer attendance systems and associated administrative tasks in line with statutory guidance and school policy

	Main duties and Key Responsibilities 

	Attendance Monitoring and Intervention

1. Monitor Sixth Form attendance and punctuality data; identify trends and concerns.

2. Advise key staff on attendance issues and contribute to appropriate interventions.

3. Support the school in fulfilling statutory duties around attendance, including initiating legal action with the Local Authority where necessary.

4. Reduce persistent absence and promote educational inclusion through targeted support.

5. Conduct home visits and liaise with families to address barriers to attendance.

6. Maintain accurate attendance records and ensure timely follow-up of unexplained absences.

7. Generate attendance reports and letters; escalate concerns to senior staff as needed.
8. Work in collaboration with the KS3 & KS4 Attendance Officer and cover when needed.
Student Welfare and Support

9. Support students’ behavioural and emotional needs to improve attendance.

10. Liaise with internal staff (e.g. SENCO, Year Coordinators) and external agencies to support students with complex needs.

11. Act as a priority contact for key families and maintain constructive relationships.

12. Attend multi-agency meetings and contribute to safeguarding processes.

13. Promote positive family engagement and offer advice to parents on educational matters.

Collaboration and Policy Development

14. Work with the Leadership Team to review and develop attendance policies and procedures.

15. Share best practice and contribute to professional networks.

16. Support transition processes and liaise with feeder schools to ensure continuity of 
attendance support.
Administrative Duties

17. Ensure registers are completed accurately and follow up on missing data.

18. Manage signing-in/out systems, medical appointment records, and absence documentation.

19. Maintain confidentiality and comply with GDPR and safeguarding protocols.

20. Support Sixth Form events, trips, and UCAS-related activities as required.

21. Manage the 6th form reward system
22. Manage the Bursary process with Finance 

23. Provide PA support to Deputy Heads



	   General Requirements

	Attend and participate in relevant meetings, training and other learning activities and performance development as required.

Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

Be aware of and support difference and ensure all pupils have equal access to opportunities to learn and develop.  To demonstrate an understanding of and a commitment to equal opportunities and diversity and to the standards of customer care.

Be responsible for own health and safety, as well as that of colleagues, pupils and the public.  Employees should co-operate with management, follow established systems of work, use protective equipment where necessary and report defects and hazards to management.

Duties and responsibilities of the post may change over time as requirements and circumstances change.

All schools and services in Redbridge are committed to safeguarding and promoting the welfare of children and young people. Therefore, all workers and employees within Redbridge are expected to share this commitment.
The above mentioned duties are neither exclusive nor exhaustive and the post holder may be called upon to carry out such other duties as may be required by the Line Manager that are broadly within the grading level of the post and the competence of the post holder.
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Person specification

	Job Title
	Attendance Officer 6th Form
	Grade
	LBR 5

	School
	Ilford County High School

	Education and Qualifications:

· Good level of general education – a minimum of 5 GCSE’s passes or equivalent including Maths and English


	Experience/Knowledge/Skills
· Experience of monitoring and analysing attendance data to identify patterns and concerns.

· Experience of working with students and families to understand and address barriers to attendance.

· Experience of liaising with external agencies (e.g., social care, health services) to support attendance.

· Knowledge of Arbor or other Management Information Systems.

· Knowledge of GDPR and data protection principles.

· Understanding of statutory attendance codes and legal responsibilities around school attendance.

· High standard of written and verbal communication skills; able to relate well to students, staff, parents/carers, and external professionals.

· Highly developed organisational and time management skills, with the ability to prioritise and manage conflicting deadlines.

· Ability to work under pressure in a busy school environment.

· Ability to maintain accurate and effective records.

· Ability to work independently and take initiative when appropriate.

· Strong attention to detail and commitment to accuracy.

· Understanding of the importance of confidentiality and safeguarding.

· Excellent interpersonal skills and ability to build positive relationships.

· Flexible and collaborative approach; able to contribute effectively to the wider administrative team.

· Resourcefulness, enthusiasm, patience, and a sense of humour.

· Understanding of professional boundaries and child protection procedures

	Other job requirements:

· Enhanced DBS check.

· Flexible in approach and attitude

· Willing to undertaken training
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